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PETTY CASH POLICY 


Where the need may arise in a department/division to have cash available for payments of a minor 
and recurring nature and it is impracticable to obtain cheque and / or EFT payments for every 
expense, such payments (excluding remuneration for services rendered) may be handled 
by means of petty cash facilities. 

Formal application must be made for petty cash facilities. Control and management of a petty cash 
is the responsibility of the head of the department/division and the designated petty cash officer. 
The administration of petty cash facilities is regulated by fixed procedures. 


PROCEDURES FOR THE HANDLING OF PETTY CASH 

1. The application for a petty cash facility or for increase of the operational amount of an 
existing petty cash must be made in writing to the Chief Financial Officer. The application 
must state reasons for the need of a petty cash and the amount required for its operation, 
as well as the department from which funds are to be applied for the petty cash. The 
amount should be sufficient to cover expenses for approximately one month. 

2. The responsibility for operating petty cash and the safe keeping of petty cash funds must 
be assigned to one person only and the Flead of Department is co-responsible for petty 
cash management. The Petty Cashier should be independent of all other cash functions 
such as cashiering. 

3. When a section needs Petty Cash, a Pre-numbered Petty Cash voucher must completed 
and approved by the respective Flead of section. The voucher form must include the vote 
to be debited before Section Flead signs 

4. The requisitioned amount should not exceed R 350.00 per transaction and also it should 
be done in accordance with Supply Chain Management guidelines for Petty Cash 
requirements below R 2,000.00 (Three telephonic quotes to be obtained) 

5. Every Petty Voucher must be supported by proper supporting documents such as cash sale 
slips or receipts. Therefore if cash is advanced without supporting documents it should be 
on the basis of an advance until the purchase is made and the supporting document is 
submitted within the week 

In a case where supporting documents are not provided for reconciliation 
purposes the outstanding amount will be deducted from the 
officials/employees salary in the next pay run. 

6. The keeping of a formal petty cash register is compulsory (see example in Annexure A) . 
Each requisition (as per voucher) must be entered on the Petty Cash Register. 


7. Each department may keep R 3,000.00 of Petty cash. When the float reaches the 
minimum of R 100.00 a voucher must be prepared and submitted with the register and 
voucher for replenishment. The designated official processes the voucher and makes out 
manual cheque to the designated official who cashes it at the bank. 
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8. When the cash is more or less depleted, the petty cash must be balanced and reconciled. 
Replenishment of the operating fund is done after the balancing and reconciliation has 
been checked and approved by the Chief Financial Officer or delegated official. 

9. Petty cash funds and vouchers must at all times be secured in a safe and be locked away. 
If no safe is available a lockable cabinet for this purpose, must be used. Under no 
circumstances should the money be kept in desk drawers, open filing cabinets or 
cupboards. 

10. Petty cash funds are never to be deposited in a bank account. 

11. Reasonable precautions must be exercised for the safe keeping of keys to the petty cash 
container and the room where it is kept. The keys must not be left at the premises after 
hours. 

12. Petty cash funds are to be used exclusively for the payment of smaller official expenses 

(excluding any form of remuneration for services rendered). 

13. The petty cash is operated by means of advance payments. The cash balance added to 
the total expenses at any stage, must be equal to the authorised advance amount. The 
internal auditors of the Municipality may, at any stage without prior notice, perform an 
audit of a petty cash to confirm the cash balance. 

14. Shortages and surplus funds concerning the petty cash must immediately be paid in at the 
cashier and the reason for the shortage/surplus investigated with a view to rectification. 

15. A count of petty cash on hand takes place at financial year end. The total on hand at 
financial year end is reconciled to the petty cash voucher and register 

16. Enquiries with regard to petty cash matters may be addressed to the Treasury office - 
Assets Management Section. 


Annexure A 
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RAY NKONYENI MUNICIPALITY 
Petty Cash Register _Re-imbursement Schedule : 
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TOTAL FLOAT 


0.00 


AUTHORISED BY DATE : 


16.1 FINAL ANNUAL BUDGET 2017/2018 (6/1/1-2017/2018) (CFO2017) 

The report which appeared on page 255 of the agenda was considered. 

Cl 34/05/2017 RESOLVED 

1. THAT the report dated, 22 May 2017, submitted by the Chief Financial 
Officer Final, regarding the Final Annual Budget 2017/18, be and is hereby 
received and noted; 

2. THAT the following financial related Policies, be and are hereby approved 
for implementation: 

1.1 Budget Policy; 

1.2 Supply Chain Management Policy; 

1.3 Virement Policy; 

1.4 Funding and Reserves Policy; 

1.5 Indigent Policy; 

1.6 Rates Policy; 

1.7 Credit Control and Debt Collection Policy; 

1.8 Asset Management Policy; 

1.9 Petty Cash Policy; 

1.10 Investment Policy; 

1.11 Creditors and Salaries Payment Policy; 

1.12 Borrowing Policy; and 

1.13 Long Term Financial Plan 

3. THAT the tariffs of charges and rates randages, be and are hereby 
approved for implementation; 

4. THAT the Final Budget 2017/18, be and is hereby approved for 
implementation; and 

5. THAT the feedback assessment on the 2017/18 Annual Budget submitted 
by the KwaZulu Natal Provincial Treasury, be noted. 
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